L5 1
r\‘i{'? ‘ {’3 27

RECORDS MANAGEMENT PROGRAM

Approved For Release 2£Q§ﬁgglE;HCJA-RDP78-OO487AOOO1 00110006-5

v

K3

® RECORDS CONTROL SCHEDULE

FOR THE
OFFICE OF

— 2%&@@ ]
R £ 1 Approved For Release 2005/11/2* Pﬁ% 278-00487A000100110006-5
B el VRN



Approved For Release 20058E63E¢IA-RDP78-00487A0001 00110006-5

ORGANIZATIONAL LIST FOR OFFICE NATIONAL ESTIMATE

. OFFICE ITEM NUMBERS-
ASSISTANT DIRECTOR 1-5

& ADMINISTRATIVE OFFICE 6-9
READING ROOM 10-1k
CHIEF OF ESTIMATE STAFF 15-20

UNITED STATES INTELLIGENCE BOARD
(This office is now under DDI--having transferred
\ Sept. 15, 1958)

ESTIMATE STAFF, SPECIALIST GROUP 2h-27

BOARD OF NATIONAL ESTIMATES 28-29

PUBLICATTIONS 30-33
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. RECORDS DISPOSITION AUTHORITY

Records Control Schedule No. 20-60C for
the Office of National Estimates is approved
and authority hereby given to implement the

disposition instructions contained thereon.
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SCHEDULE NO.

- 60

ORUUT ToOUO-O

CONCURRENCE

OFF ICE,

DIVISION, BRANCH

OFFICE OF NATIONAL ESTIMATES - Office of Assistant Director

SIGNATURE

Chester L. Cooper

DATE

TITLE

Approved For Relea

FORM NO.
1 JAN 56

USE PREVIOUS
'39 EDITIONS.

DAD/NE 1 July 1960
o (TITLE, mzscmr%bFSARQ%EHQTC,”&%NMLWvs DATES) (c\zl/glngxfr.) DISPOSITION INSTRUCTIONS
1 OFFICE SUBJECT FILE 6.0 Transfer to the Reading Room when file
becories inactive; retain in Reading Room
Consists of cdorrespondence, reports, cables, for one year then transfer to the Becords
memoranda and other papers reflecting policy, Center. Subject to review before Bansfer
decisions, and procedures for the coordination, to Records Center. Disposal or retirement
evaluation and production of intelligence to be authorized by office of AD/NE.
estimates. File contains such subjects as
ONE Diary, Coordination Process, Estimates
Program, External Research, Meetings, Notices,
Career Service, Briefing Notes, Organization
and others. File also contains folders main-
tained by addressee or source for internal CIA
communications, cables and other agency
communications. Filed a]S.phabetically by subjecte
(1959 to Date)
A, SUBSTANTIVE  AND POLICY MATERIAL - . Permanent.
Be TRANSITORY AND ADMINSTRATIVE Temporary.
- Ce CHRONO READING FILE
An extra copy of outgoing communications 1.0 Permanent. Disposal not authorized.
maintained as a convenient reference file for the Cut off at the end of éach calendar year
Staff. Notations as to file location of and transfer to the Reading Room. Transfer
documents is made. Used as an index to the to the Records Center with corresponding
Subject File. Filed chronologicallye. subject files.
(1959 to Date)
"R




ITEM NO. : FILES IDENTIF ICATION ] [ voLume DISPOSITION INSTRUCTIONS
Approved For Release 2005/11/21 : C|A-$nn79 0g487A000100110006-5

ELRE

STAFF YEMORANDA FILE

Consists of extra copies of staff memos .2 Temporary. Destroy at the end of
written by members of ONE Staff on various one years
subject matters. File maintained for reference
purposes for the Assistant Director and the
Deputy. Record copies maintained by the
Chief, Estimates Staff. Filed numerically by
memo number.

(1959 to Date)

WORKING FILE

These are working papers, reference Temporarye Destroy or retain upon
publications and copies of correspondence review at the end of one year.
relating to matters of current or continued
interest to the Assistant Directore.

REFERENCE PUBLICATIONS FILES

A. Consists of published copies of National Permanent. Reference file.
Intelligence Estimates, and Special Intelligence
Estimates maintained for reference purposes

for the Assistant Director and Deputy Assistant
Director of Office of National Estimates.
Record.icopies filed in Item 17. Filed
numerically by estimate number.

B. Consisbs of drafts of estimates and con- Temporary. Destroy upon publication
tributions to estimates which are currently in of estimate (except that sole record
process. Files reflect the progress or status copies of documents will be transferred
of the estimate and are used for reference pur- to the Reading Room for incorporation
poses by the Assistant Director. Official into the Development File (Item 10b).
Development File maintained by the Reading
Room (Item 10b). Filed by estimate number.

(Current)

UNITED STATES INTELLIGENCE BOARD
usTh
Consists of extra copies of E&E documents Temporary. Destroy when no longer

Agenda, T?Lﬁ'ibglelge;é‘ igg%resgbRepog; Filed und?r needed for reference purposed.
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SCHEDULE NO.

AG0040044086540

OT

OFF 1CE,

DIVISION, BRANCH

OFFICE OF NATIONAL ESTIMATES - Administrative Office

Admin Off 1 July 19607/

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

6

8.

ADMINISTRATIVE SUBJECT FILE

Consists of correspondence, forms and other

documents reflecting the administrative support
functions carried on for Office of National
Estimates. Specific folders include such
subjects as Travel, Permonnel Actions, Re-
cruitment, Position Description, Training,
Security, Budget and other subjects reflecting
housekeeping functions. These files are used for
administrative purposes and are essentially duplig
in other offices having the primary administrative
functions for the Agency. Filed alphabetically
by subject.
(1958 to date)

SERVICE RECORD CARD FILE

Consists of OF Form 4b "Employee Record
Card" containing recorded personnel actions,
tpaining courses attended and other notations.
Cards are maintained in lieu of Personnel
Folders and are used for personnel administration
in Office of National Estimates. Filed
alphabetically by surname.

(Current)

CABLE FILE

Extra copies of cables thab are maintained
as reference copies for the AD and his Deputy.
Filed chronologically.

&Current)

2.0

ated

ol

o2
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1 JAN 56

USE PREVIOUS
|39 EDITIONS,

Temporarye. Destroy after 3 years.
Cut off at end of each calendar year;
retain in current files area for 1 year
and transfer.to the Reading Room, hold
for two years and destroye.

Temporary. Destroy upon separation

forward to gaining office.

Temporary. Destroy when no longer
needed for reference purposes.

";;Annn1nn11nnnn 5

from the Agency; upon intra-agency transfer,

a1y




ITEM NO.

FILES IDENTIFICATION

VOLUME |

DISPOSITION INSTRUCT IONS

Approved For Release 2005/1 1721 : CIA

MAIL CONTROL FILES

Consist of a record of the receipt and
dispatch of all classified material within
the Office of the Chief, including cables, top
secret documents, | draft
estimates, and otheér types of classified materials
(1958 to date)

A. Top Secret log.

B. Secret and Below logs.

C. Cable Logs.

—Approved-For

Real

2805(+t24—CHArRt

FORM NO. l393 USE PREVIOUS

1 JAN 3¢

SE

SFERE]

7A000100110006-5

Temporary. Disposal not authorized.
Retain indefinitely in current files area.

Temporary. Destroy after 3 yearse Cut
off at the end of each year; retain in
current files area for one year and

transfer to the Reading Room.

Temporary. Destroy after one yeare
Cut offat the end of each year; retain for
one year and destroy.
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SCHEDULE NO

REQORAD QN FROIRSCHERVLG05/11/21 - cm#@iw*mmnmnnm%ng 500

CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
OFFICE OF NATIONAL ESTINATES - Support Staff, Reading Room TITLE DATE
'NTOE " (TITLE, Dz-:scmn’;(;llv-,Esulkafv':;gnlfgﬁ‘\wvgh‘mcwszvs DATES) (c‘zljgkchMIET. ) DISPOSITION INSTRUCTIONS
10 NATIONAL INTELLIGENCE ESTIMATES FILES
A. Published Copy. This is an extra copy of 10 Temporary. Destroy when no longer
all published National Intelligence Estimates, needed for reference purposes.
Special Estimates and Special National Intelli-
. gence Estimates prepared by this office and

maintained for reference purposes. Record
copies filed in Item 17. Filed by Estimate

Numbere.
(Current)
B. Development File. This is the record set 18 Permanent. Disposal not authorized.
of background material accumulated during Transfer to the Records Center 2 years
the development of an intelligence estimate. after completion of Estimate.

Contains consumer's request (If any), terms

of reference, copies of all contributions,
comments on contributions and other documents
pertaining to the development and preparation of
a finished National Intelligence Estimate or
Special Estimate. Filed numerically by
Estimate Numbere.

. (1958 to date)
C. Development Files (Temporary). Consists 1.0 Temporarys Destroy upon receipt of
of extra copies of Contributions, terms of official record sete.

reference and other material collected during
the development of an estimate. Maintained for
reference purposes until official record set
is received. Filed numerically by Estimate
Numbers.

(Current)

Approved For Release 2005/11/21 : CIA-BS 7A000100110006-5
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FILES IDENTIFICAT{ON

These are reproduced or published copies of
publications collected and maintained for infor-
wmation and reference purposes. Publications
are non-record value and additionsl coples are
retrievable from publisher or issuing office.

ITEM NO. VOLUME | _ DISPOSITION INSTRUCT [ONS
Approved For Release 2005/1 1121 m—ﬁ 78-00487A000100110006-5
11 REFERENCE PUBLICATIONS FILES

(Current)
1. Temporary. Retained in Reading Room
for 2 years, then destroyed.
1. Temporary. BRetained in Reading Room
for 2 years, then destroyed.
c. Netional Intelligence Surveys. Consists 19. Temporary. Return to Supplemental
of published copies of NIS's maintained for Distribution when no longer needed for
reference purposes. Filed numerically by NIS reference purposes.
Number.
d. Publications of other Government Agencies. 1.0 Temporary. Destroy when one month old.
Consists of publications received from State,
Army, Navy, Alr, NSC, Department of Defense and
other agencies of the Govermment. Filed by
source and type publication.
e. Magazines and Newspapers. Consist of 6. Temporary. Destroy when no longer

commerclal magazines and newspapers such as
Newsweek, Harpers, Time, Life, Foreign Affairs,
The Economist, U, S. News and World Reports and
others. Filed by title.

needed for reference purposes.

SEQREY
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ITEM NO. FILES (DENTIFICATION . Y OLUME DISPOSITION INSTRUCT IONS
Approved For Release 2005/11/21 SE P78-00487A000100110006-5

f£. Special Restricted Documents. Consists " 4.0 Temporary. Return to 0SI for
of material which relates to other files disposition when no longer needed.
maintained in the Office but required to be
segregated because of classification and for
security reasons.

(1958 to Date)

12 LIBRARY MATERIAL
Consists of reference books such as 20 Temporary. Return to CIA Library
Encyclopedia Britannica, The World of Learning, when no longer needed for reference
Minerals Yearbook, Yearbook of the United purposes.
‘A Nations, the United States in World Affairs,
and similar books collected and waintained for
reference purposes.
13 TOP SECRET LOG
Consists of a record reflecting the receipt 2 Temporary. Disposal not authorized.
and disposition of all Top Secret documents Retire to the Records Center after 3
in the Reading Room. years.
(1958 to Date)
14 SPECIAL INTELLIGENCE FILES
a. Reference Publications File. Consists of 2.0 Tewporary. Destroy when no longer
extra copies of special intelligence publica- needed for reference purposes (except
tions prepared by various offices in ONE and that instruction for the return of
the Agency and by other USIB agencies. These specific documents to source will be
‘ publications are waintained separately for complied with).

operational purposes and are essentially
duplicated in the Library. Filed by area.

b. Mail Log. Consists of log recording .3 Temporary. Cut off at the end of each
the receipt and disposition of all operational year; retain in current files area for

intelligence. Filed chronologically. 2 years and transfer to the Records Center.
(1958 to Date) Records Center way destroy at end of 5
years total.
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SCHEDULE NO.

REGGRID AN FROIRSCAERURE05/1 1I?1E:Q!?££DP78-00J87A0001 00110006-5

CONCURRENCE

OFFICE, DIVISION, BRANCH Estimates Staff S1GNATURE
OFFICE OF NATIONAL ESTIMATES--Office of the Chief

TITLE DATE

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCTIONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

15 2.0
STAFF SUBJECT FILE

Consists of meworanda, notices, minutes of Temporary. Destroy after 2 years.

,r‘ meetings, reports and other papers which reflect Cut off at end of each calendar year; retain

the function of the staff in coordinating in current files for 2 years and destroy.
evaluating, and producing Intelligence
Estimates. Specific documents include wemos to
Board of National Estimates, DCI, USIB .
representatives and General Group, minutes h
on Editorial Board proceedings, wminutes on
Princeton Meeting, Post wortum studies, and
similar subjects. Essential material is
duplicated in Items #1 and 6. Filed by
subject.

e (1958 to Date)

"16 STAFF MEMOS 1.0

. Consist of record file of meworanda ) Permanent. Record file disposal
written by wewbers of the Estimates Staff : not authorized. Retain in current files
on various subjects. Memos are written area for one year; transfer to Reading
for action by the Board, or for information Room, hold one year and retire to Records
of the Board; sowe memos may d7velo into Center. '
an estimate. File consists of/¥8fVsecret
documents and is maintained as the record set
for ONE. Filed by memo number.

(1958 to Date)

RG240 o
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minutes of Council meetings.
(Current)

e. This file consists of winutes of Planning
Board Meetings, NSC agenda for council meetings,
reports on status of projects, and other related
papers. Maintained for reference purposes. Fi}ed
chronologically.

Filed chronologicall;v.

SE(

ITEM NO. FILES IDENTIFICATION . VOLUME [ DISPOSITION INSTRUCT IONS
17 -INTELLIGENAB pF§VEYATBEREIddSe 2005/11/21 : CIA-R Daz&mmomonooos-s
a. Published record copy. Consists of copies Permanent record file. Retain i
. . n
of finished National Intelligence Estiwmates to- current file area for 2 years; then transfer
Se;hezi“t: f‘ie%d ";'f“;egtg (Eeﬁinid I?In g to the Reading Room for retention one year
selective basis). Filed by Estimate Number. and
(1958 to Date) then to Records Center permanent files.
b. Developwent File. Consists of copies of 2.0 Permanent. Disposal not
contributions, drafts, terms of reference, and PTransfer to the Reaggnzanog: 1?::1??::2&
other papers collected in developing an estimate. Estimate is published. Hold 2 years in
Material sent to Reading Room where it becowes Reading Room Retire' to Records Cente
the official Development File for ONE, Filed See Ttme 10 1;’ r.
by estimate number. See Item 10B. ‘
{Current)
18 . NATIONAL SECURITY COUNCIL FILES Temporary File Only--6 months
These are copies of final NSC reports, 9.3 Tem
. orary. c
Progress Reports, and awendments to the Reports. document§ arzyre tgnzgtiioguiigit ;i{,::t:;ea
Filed by report nuwber. Copies of Final and, when no longer needed for reference
Reports are forwarded to OCB. Record copies purposes, are destroyed
waintained by DDI. ’ oyed.
1.0
b.  Extra copies of drafts of supporting o1 mlT::pg::r{s‘ ﬁi::ﬁg d6 wonths after
material to the reports and emendments. Main- P P ¢
tained for reference purposes. Filed numerically. .3 Temporary. Destroy 6 months after
c.  Determination File. Copies of directions fof final report is published.
carrying out policies of NSC reports. Filed .
numérically.
(Current)
da. Records of Actions. These consist of the A

Tewporary. Destroy after 6 months.

Temporary. Destroy after 6 months.
Maintain a 6 wonth level and destroy
mwaterial when 6 months old.

REY
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ITEM NO.

FILES IDENTIFICATION _ VOLUME | DISPOSITION INSTRUCT IONS
19 COMMUNIC ATﬁﬂgr%ﬁ%%r ﬁ?&gase 2005/11/21 :E;CI‘A-RD‘P';IYS-OQ 37A000100110006-5
A. These are retained signed copies of Top Secret| <2 Temporary. Disposal not authorized.
Logs recording receipt and destruction of top Retain in current files area indefinitelye.
secret material.
B. This is a record of the receipt and 3 Temporary. Disposal not auth?r?zed.
disposition of all classified NSC material. Retain in current files area indeflpltely.
Filed chronologicallye.
(1951-1960)
C. Logs maintained on all other material 3 Temporary. Destroy after 1 years Cut
classified below top secret. Maintained off at end of each calendar year; retain
primarily for security purposes. Filed in current files area for 1 year and destroy.
chronologicallye. .
(1959-1960)
De NIE Number Log. This log records the number ol Temporary. Disposal not_authQr;zed.
assigned to an estimate, the subject title, and Retain in current files area indefinitely.
date of publication. Used to maintain control
on NIE numbers.
(1951-196¢C)
E. Mail Receipts. (Pouch Receipts) Lists of ol Temporary. Destroy after 1 year. Cyt
material sent by pouch. Filed chronologically. off at end of each calendar year; retain in
current files area for 1 year and destroy.
20 HISTORY RECORD OF NATIONAL INTELLIGENCE
ESTIMATES
This file consists of copies of forms on o2 Temporary. Destroy after 5 years.
which is recorded the status of NIE's from the Cut off at end of each calendar year;
time of initiation until final publication. A retain in current files area for 5 years
copy is placed in the development filey Used in and destroye
preparing budget estimates and cost studies.
Filed numerically.
(1956-1960)
RY T
A.n.hrn\‘erl Eor Rolease 2005/11/21 - ClA.BDP78.00487 A000400440006-5

FORM NO. '393 USE PREViOUS

1 JAN 88

EDITIONS.

RECORDS CONTROL SCHEDULE - CONTINUATION SHEET

(41)




SCHEDULE NO.
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CONCURRENCE
OFFI1CE, DIVISION, BRANCH SIGNATURE
OFFICE OF NATIONAL ZSTIMATES - UNITED STATES INTELLIGENCE BOARD Py— DATE
ITEM " FILES IDENTIF ICATION VOLUME
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (cuBIC FT.) DISPOSITION INSTRUCTIONS

USIB was transferred to DDI on September 15,
1958,
Items 21 - 23 have been deleted from

ONE's record schedule.

hEL

r
4

Alnlhrn\lnrl Eor Release 2005/14/21 - ClA-|

DP78-00487A000100110006.5.

FORM NO. |39 USE PREVIOUS
1 JAN 56 EDITIONS. (41)




. SCHEDULE NO.
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REGOROD N ERPIRSeBEWEG05/11/21 : »

CONCURRENCE

OFFICE, DIVISION, BRANCH S1GNATURE

OFFICE OF NATIONAL ESTIMATES - Estimate Staff, Specialist Growp [7i7.% DATE

ITEM FILES IDENTIFICATION VOLUME DISPOSITION INSTRUCT|ONS
NO. (TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES) (CUBIC FT.)

2L INTELLIGENCE ESTIMATES FILES

A+ Development Files (Temporary) 15.2 Temporary. Destroy when Estimate is
Extra copies of material contained in the ’ published.
development files maintained by each area for
. background and reference purposes. The record
copies of development files are transferred to
the Reading Room (Item 10b).

B. Published Copy. Contains copies of 3.2 Temporary. Destroy when no longer
published Estimates maintained in the areas of needed for reference purposes.

origin for reference purposes. Filed by
Estimate Number.

5 RESEARCH AND REFERENCE FILE

Consists of extra copies of Cables, FBIS, 97.0 Temporary. Destroy when superseded,
State dispatches, CIA publications, Weeka obsolete or no longer needed for reference
reports, Intelligence Digests, newspapers and purposese.
various other documents and publications collected
in the preparation of Intelligence Estimates.

Used for reference purposes. Material maintained
. by each area due to geographical and subject
variations. Filed categorically by type of
reference material.
(Current)

26 LIBRARY MATERIAL

These are bound books s technical manuals, 30.5 Temporarye. Return to OCR Library
and similar publications used for reference . when no longer needed for reference purposes.
purposes. Included are Political Handbooksx:i[ax‘io
countries, and technical journals. on foreigh affaifse

DP74-00487A000100110006-5
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ITEM NO. FILES IDENTIF ICAT{ON | voLume DISPOSITION INSTRUCT IONS

Approved For Release 2005/11/21 : CIA- 4F7A000100110006-5
27 TOP SECR&ET LOGS
These are signed copies of logs maintained .8 Temporary. Disposal not authorized.
on movement of top secret material within or Retain in current files area indefinitely.
outside the area.
(1952-1960)

SRGAER
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REGQRS VeUFBPIRSCHERUFDS/11/21 CIA-RDP¥8.00487A000100110006-5

SCHEDULE NO.

CONCURRENCE

OFFICE,

DiIVISION, BRANCH

OFFICE OF NATIONAL ESTIMATES - Board of National Estimates

SIGNATURE

TITLE DATE

ITEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DISPOSITION INSTRUCTIONS

28

29

REFERENCE PUBLICATIONS FILES

These are copies of the terms of references,
contributions, drafts and final copies of
estimates produced by ONE, and extra copies of
other reference materials used in developing
estimates. Maintained for reference purposes.

A. Two complete sets of the published
Estimates maintained for the convenience of the
Board. Filed by Estimate Number.

Bs Development files maintained on estimates
in process. Each board member maintains a set
as his working file.

C. Extra copies of reports produced by other

offices, Daily Digests, Staff Memos, memos to

the various Intelligence Committees, minutes to

various meetings and the programs of the Board.
(Current)

TOP SECRET MAIL LOG

Retained copies of logs maintained on the
movement of Top Secret material in and out of
the area. Maintained for security purposes.
(1950 - 1960)

FORM NO.
1 JAN 56

USE PREVIOUS
139 EDITIONS.

L.0

2.0

3

Approved-EorRelease 2005/11/21 : CIA-RDP78-00487A000100110006-5

Temporary. Destroy when no longer
needed for reference purposes.

Temporary. Destroy when final Estimate

is printed.

Temporary. Destroy when obsolete or
when no longer needed for rdéference purposesf

Temporary. Disposal not authorized.
Retain in current files area indefinitely.

(an)
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SCHEDULE NO.

87A000100110006-5
K CONCURRENCE

OFFICE. DIVISION,

BRANCH

OFFICE OF NATIONAL ESTIMATES - Publications

S1GNATURE

TITLE DATE

1TEM
NO.

FILES IDENTIFICATION
(TITLE, DESCRIPTION, ARRANGEMENT, AND INCLUSIVE DATES)

VOLUME
(CUBIC FT.)

DiSPOSITION INSTRUCTIONS

30

31

32

INTELLIGENCE ESTIMATE FILE

These are copies of the National Intelligence
Estimates, Special Intelligence Estimates, and
Special National Intelligence Estimates. They
consist of published copies of Estimates, and top
secret signature sheets. Filed numerically by
Estimate number.

{Current)

MASTER COPY FILES

A. This file consists of the drafts used in
developing Estimates, Staff Memos, Memoranda to
the Boards, internal notices, post mortums, and
other ONE publications. Used for running off
additional copies when required.

(Current)

B. Extra copies of all printed matter held
for supplemental distribution. Filed
categorically by type of publication.

DOCUMENT RECEIPTS

These are signed copies of Document Receipts
maintained on material transmitted within the
Agency or to other govermment agencies. Filed
chronologically.

(1958 to date)

FORM NO.
1 JAN S6

USE PREVIOUS
'39 EDITIONS.

5

1.0

1.2

Temporary. duplicate file. Send
to Reading Room for reference use at end of
each three months.

Temporary. Destroy after 6 months.
Review files weekly and destroy material
over 6 months old.

Temporary. Destroy after publication
of NIE to which copies relate.

Temporarye. Destroy after 2 years.

7A000100110006-5

(4a1)




ITEM NO. FILES IDENTIFICATION _ VOLUME DISPOSITION INSTRUCTIONS

Approved For Release 2005/11/21 : C|A:é|§}l‘¥g§-004 87A000100110006-5
RSt RTINS

33 COURIER RECEIPTS FOR CLASSIFIED MAIL

Copies of mail receipts signed by couriers 1 Temporary. Destroy after 3 months.
in picking up all classes of mail for delivery
to addresseess Filed by courier number.

3 @
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ASCH EDULE NO.

REGORDS\GoN FROLRSBHEFURE05/11/21 mws-oolfsmoom 001100065

CONCURRENCE
OFFICE, DIVISION, BRANCH SIGNATURE
OFFICE of NATIONAL ESTIMATES - Support Staff/ Information Control|rirce DATE
ITE
NG (TITLE, DESCRIPTION. ARRANGEMNT, AND INCLUSIVE DATES) (c\z//gligMFE'r‘ ) DISPOSITION INSTRUCTIONS
. 3L COMMUNICATIONS CONTROL FILES

Records of all classified material, including
top secret, received and dispatched by the oi‘i‘:.tce.
Maintained primarily for security purposes. Filed

‘ by type of material and chronologically there-
under.
A. Top Secret Number Log. Maintained to ol Temporary. Disposal not authorized.
control block of TS numbers assigned to ONE. Retired to Records Center when 2 years old.

Used in assigning numbers to documents
origination within OHE and to contributions
received from other Agencies.

(1958 to date)

B. Top Secret Cable Log. Signed copies of o2 Temporary. Disposal not authorized.
receipt and disposition of incoming cables. Retire to Records Center when 2 years old.
(1958 to date)
Ce Top Secret Logs. Retained signed copies 2 Temporary. Disposal not authorized.
recording receipt, internal movement and Retire to Records Center when 2 years old.
. disposition of top secret material, other than
cables. Copy forwarded to Top Secret Control

Officer. Logs maintained by source, numerically
and chronologically for convenience of reference.
(1958 to Date)

D. Logs maintained on cables classified as 2.1 Temporary. Destroy after 1 year. Cut
secret or:below recording receipt and destruction off at end of each calendar year; retain in
dates. (1959 - 1960) current files area for 1 year and destroy.
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E. Logs maintained on other documents and 1.0 Temporary. Destroy after 1 year.
administrative material. Filed by incoming Cut off at end of each calendar year; retain
source or type of document and chronologically in current files area for 1 year and destroy
thereunder, Also lists destruction dates.
(1959-1960)
F. Intellafax Cards. 3 x 5 cards accompaning 1.0 Temporarye Destroy after 1 year.
material received fro OCR. Due to great bulk Cut off at end of each calendar year;
of material received daily these cards are retain in current files area for 1 year
maintained for log and control purposes. and destroy.
Contains complete record of routing of documents
and destruction date. Filed by source, country,
and year and numerically by report number.
(1959 - 1960)
G. These are 3 x 5 cards which supersede the 5 Temporarye. Destroy after 1 year. Placg
intellafax card system. Cards are used to log in inactive file when report is disposed of;
receipt of intelligence reports and to retain for one year and destroye.
maintain record of disposition either by
destruction or routing outside ONE, Filed by
document number.
(Current)
35 MATL RECEIPTS
A+ Document Receipts. These. are retained 6 Temporary. Destroy after 2 years.
signed copies of classified document receipts
prepared by this office for distribution of
classified material to other offices and
IAC communitye.
(1958 to date)
B. Courier Receipts for Classified Mail, o5 Temporary. Destroy after 3 months.
These are copies of classified mail receipts
(Form 35-16) signed by couriers for pick-up
of material for delivery to addressees. Filed
chronologically.
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Transferred to Office of the Chief Estimates
Staff. See Item 19E

. 36 TRANSITORY FILES

These files consist of classified documents
cables, and reports which were circulated through
ONE for information or to be used in producing
Estimates and are returned for disposition or

. destruction.
a., Top Secret Cables received from the State 5 Temporary. Maintain 1 month level.
Department, Army, CIA, and others. Maintained as Return to Cable Branch when 1 wonth old.
a ready reference. Filed chronologically.
(Current) _
b. All other cables held for one month for k.0 Temporary. Destroy after 1 month.
P reference purposes. Filed chronologically. Maintain 1 month level. Thereafter destroy
(Current) material when 1 month old.
0 ¢, Classified reports and documents which 2.0 Tewporary. Destroy immediately upon
were used in preparing Estiwates, now returned return from areas.

from the areas for destruction after final
estimate is published. Record copies in the
Reading Room. Filed by categories.
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